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CHAPTER 2
BASIC REVIEW PROCESS

200 GENERAL. This chapter outlines procedures for
conducting reviews of active cases. It also provides
information on certification systens, household
reporting requirenments and the focus of QC reviews.

210 REVI EW STEPS. The followi ng are general steps to be
followed in reviews of all active cases.

211 Determ ne the Correct Systens. (Refer to section 220.)
The reviewer nmust exam ne State procedures and the
certification record to determ ne for the sanple nonth
whet her the househol d shoul d have been:

A Subj ect to prospective or retrospective
eligibility;

B Subj ect to prospective or retrospective budgeting;
and

C Subj ect to the change reporting requirenents or

the nonthly reporting requirenents. (Refer to
section 223.)

212 Review the Certification Record. (Refer to Chapter 3.)
The reviewer nmust review the certification record to
determ ne what action was taken on the case by the
agency.

213 Conduct a Field Review. (Refer to Chapters 4 and 5.)
During the field review, the reviewer nust interview *
t he househol d or, when appropriate, the authorized
representative and obtain verification fromcollatera
cont act s.

214 Det erm ne Wi ch Variances to Include. (Refer to
Chapters 6-11.) |If a difference exists between the
i nformati on used by the agency and the verified
informati on obtained by the reviewer for eligibility or
al | ot ment purposes, the reviewer nust determne if the
variance is included or excluded for QC purposes.

214.1 | f the authorized allotnment varies by $25 or less from *
the QC corrected allotnent(s), all variance(s) nust be

9-22-99 (Change 2) 2-1
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(214.1)
excluded fromthe error determnation. There are two
$25 conparisons. (See Chapter 6.)

214.2 Variances resulting fromthe use of incorrect
information at the time of certification or
recertification nust be included. However, in no
event will a variance be included if there is no
di fference between the information used by the
eligibility worker (EW and that verified in
accordance wth the tinme franmes specified in
Chapter 7. This applies to all elenments. It
applies to each incone source and to total incone.

Sonme variances, due to reporting requirenents or
processing tine considerations, are excl uded.
Variances that result froma change in

ci rcunst ances that shoul d have been effective AORD
must be included. (See Chapter 7.)

215 Determ ne the Correct Anount of Benefits. The
reviewer must use the verified information to
determne if the household was eligible and to
calcul ate the correct benefit level for the sanple
month. (See Chapters 6 and 7.)

216 Determ ne the Cause of Errors. |If the case was
ineligible or received an overi ssuance or
underi ssuance of benefits, the reviewer nust
identify the variance(s) that caused such error
and determine if it was caused by the household or
the State agency.

217 Report. The reviewer mnmust prepare and submt the
necessary reports. (See section 180.)

220 CERTI FI CATI ON AND REPORTI NG SYSTEMS. The revi ewer
nmust determne which eligibility, budgeting and
reporting systens should have been used for each
househol d based on the State agency's sel ection of
regul atory options and individual household
ci rcunst ances.

221 Eligibility. Each household's eligibility for
participation in the Food Stanp Programis based
upon its financial and certain nonfinanci al
ci rcunstances for each nonth of participation
There are two ways of | ooking at a househol d's
ci rcunst ances:
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revi ener shoul d revi ew docunentary evi dence and obt ai n nanes,
t el ephone nunbers and addresses for collateral contacts.

I n sone i nstances when the interview cannot be conpl eted, e.g.,
all nenbers who coul d be interviewed have died, the case is not
subj ect to review as provided in section 336.

Arrangi ng Househol d Interview The reviewer nust notify the
househol d prior to the interviewthat it has been sel ected as part
of an ongoi ng review process for C and that a face-to-face
intervieww || be held in the future. The reviewer nust nake
arrangenents for the interview and nay i nformthe househol d of the
type of information that the household wll need to have avail abl e
for it.

I ndi vidual s Wio Can Be Interviewed. The reviewer nust interview
elther the head of the househol d, that person's spouse when a
nener of the househol d, anot her know edgeabl e nenber (who can
identify the applicant, prove the househol d exists, know
circunstances that affect eligibility and allotnent, and provi de
docunents al ong wth the nanes, tel ephone nunbers and addresses of
collateral contacts) of the food stanp househol d under review or
the aut hori zed representative desi gnated by the househol d to nake
application for the programon behal f of the household. An

aut hori zed representative nay not be interviewed if all househol d
nenbers who coul d be intervi ened have died or noved out of state.
(See sections 336 and 337.)

Location of Interview The Sate agency determnes the | ocation
of the face-to-face interviewin nost cases. For nost reviews,
the interview nay take pl ace at:

- The househol d' s hone,

- The appropriate certification office, or

- Ahother location that is nutual |y agreeabl e to both the
revi ener and t he househol d.

An office interview nust be waived if requested by any househol d
that :

- Is unabl e to appoi nt an aut hori zed representative (see
section 422) and has no househol d nenber able to cone to
the office because they are el derly or disabled, or

- Is unabl e to appoi nt an aut hori zed representative and
lives in alocation not served by a certification office.

The revi ewer shoul d not choose the certification offi ce when t hat
w || inconveni ence a househol d w t h:

- Inadequate public transportation
- No car
- Problens wth child care

9-22-99 (Change 2) 4-3
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- @nflicting work hours
- @nflicting school hours.

FNS encourages reviewers to interview househol ds in their hones.
A hone visit can be inportant in determni ng whet her the househol d
lived at the address given. A hone visit al so enabl es the
reviewer to nmake visual observations of pertinent |iving
circunstances. Reviews shoul d not take place in the hone when:

- There is athreat to the reviewer’'s physical safety if the
househol d lives in a high crine area
- Nooneis at hone during the day because of enpl oynent.

Wen the interviewis to be held at | ocations outside the hong,
t he househol d needs to be advi sed i n advance what docunentation it
needs to bring to the interview

I nterviews cannot be conducted over the tel ephone except in A aska
under circunstances di scussed in section 411.

Gonducting the Interview The follow ng are procedures for
conducting the interviewwth the household. See Exhibit D for
gui del i nes on intervi ew ng techni ques.

(uening the Interview The reviewer nust show proper
identification and explain the purpose of the interview

Tel ephone calls and letters arrangi ng the interview nay have

i ncl uded such an expl anation, and reference to themnay be useful .

Deal i ng Wth Househol d Fears During the Interview The revi ener
may want to tell the household that it and others were sel ected at
randomfroma list of all househol ds whi ch received food stanps in
the particular nonth. The reviewer mght al so say that the
purpose of doing thisis to find out if households in general are
participating correctly. The reviewer shoul d assure the househol d
that all the infornation obtained fromit and others wll be
safeguarded, that is, that the Food Sanp Programal | ows only
certain authorized persons to reviewinfornation about food stanp
househol ds.

(bservation During the Interview (bservation shoul d be nade of
such things as vehicles and evi dence about househol d conpositi on.
For exanple, no toys or other evidence of young children when the
househol d has stated there are sone in the househol d and/ or when
the case record includes the existence of childrenin the
househol d coul d warrant further inquiry.

Est abl i shi ng Househol d Gonposi ti on. Househol d conposi ti on shoul d
be established earTy in the intervi ew process because nany of the
guestions to be asked depend on who is in the househol d. A typical
sequence woul d be to establish residency and t hen househol d
conposi ti on.
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424. 5 Reviewer Inquiries. The reviewer is required to ask the househol d
about each elenent as it applies to each househol d nenber. For
exanpl e, in a two-person household of M. and Ms. Jones wth
nei ther person exenpt fromwork registration, the reviewer mght
ask, "M. Jones, did you work for anyone or were you sel f - enpl oyed
during the nonth of June 19987" That question woul d be repeat ed
for Ms. Jones: "Dd Ms. Jones work for anyone or was she sel f-
enpl oyed during the nonth of June 1998 ?" Fol | owup questions nay
be required. If the reviewer obtains conflicting infornation
about the househol d' s circunstances, the reviewer nust
resol ve any inconsi stencies by recontacting the househol d. The
source(s) of the conflicting information nay be the client, a
collateral contact, or both. If the reviewer determnes that the
newinformation is correct, the reviewer nust docunent why the
first statenent was incorrect or inconplete. For exanple, if the
househol d reported that it was paying $200 in rent and the
landl ord stated that the househol d was actual |y payi ng $400 in
rent, the reviewer nust ask the househol d to expl ain the
i nconsi stency. The reviewer nust docunent the correctness of the
st at enent used.

424. 6 Recordi ng Househol d S atenents. The reviewer nust record the
househol d's statenents in colum 3 of the FCS 380 worksheet.

For exanple, "M. Smth stated he worked for Charley's Choice
Gonput ers, 123 Main Sreet, 836-1234, during June 1998 and ear ned
$175 a week gross. He received 4 pay checks in June. No one in
t he househol d recei ved any other earned incone in June 1998. He
said no one was sel f-enpl oyed during June 1998.

424. 7 Verification. The reviewer nust verify househol d i nfornation
during the field reviewif the verification was not adequately
docunented in the case file.

A Reviewng Docunentary Evidence. The reviewer nust review
appropri ate docunentary evi dence whi ch the househol d has
avai | abl e.

B otaining Mllateral ntacts. The househol d i s the best
source of nanes, addresses and tel ephone nunbers of persons
or sources which can verify househol d ci rcunst ances.
Therefore, the reviewer nust ask the household for this
information. |f the househol d refuses to provide such
collateral contacts, one of the foll ow ng procedures nust be
fol | oned depending on State requirenents:

1 The reviewer should try to find collateral contacts by
other neans. In addition, the reviewer is free to
gather information fromcollateral contacts other than
ones obtai ned fromthe househol d; or
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2 Househol ds nust sign a Sate rel ease of
information formto all ow QC revi ewers to cont act
third parties to obtain
information pertinent to the househol d s food
stanp case. |f the househol d refuses, the
reviewer nust explain to the household that this
refusal nay
result in the househol d no | onger receiving food
stanps. As discussed in section 442.2. such cases
nay be conpleted i f possibl e.

QALATERAL QNTACTS ol lateral contacts are needed when
verification is not present in the case record or fromthe
househol d. Mst of the tine the infornation whi ch shoul d be
sought froma collateral contact wll be evident. For
exanpl e, infornation about rent woul d general ly be obtai ned
fromlandl ords. Reviewers should al so keep in mnd that one
collateral contact can sonetines verify several el enents.
Landl ords can sonetines al so verify househol d conpositi on.
Revi ewers shoul d plan col lateral contacts to nake naxi num
use of third party infornation. To mini mze denands on the
tine of collateral contacts and hel p nake the review
efficient, reviewers should try to obtain all the
information they need froma particul ar collatera contact
at one tine.

otaining Information FFom Gl | ateral Gontacts.  Wen
contacting collateral information sources, reviewers nust
identify thensel ves, describe their purpose, and state what
infornation they need. It does not nean that the agency
suspects that there is sonething wong wth the househol d' s
food stanp case. D scussions wth collateral contacts nust
focus on infornati on pertinent to the review yet nay include
factors other than those the reviewer planned to verify.

For exanpl e, a landl ord who was contacted about rent nay
nention the presence of a househol d nenber which neither the
case record nor the household indicated. If so, the
reviewer should obtain any rel evant infornation about the
person that the | andl ord nay know and recontact the

househol d to resol ve any i nconsi stenci es.

Ml lateral ontact Refusal To operate. Athird party nay
refuse to provide the information which is needed to verify
an elenent of eligibility or basis of issuance. The program
has no authority to require third party cooperation. |f
verification cannot be obtai ned fromother known sources,

t he househol d shoul d be recontacted to obtai n anot her

source. Acollateral's refusal to cooperate should not be
interpreted as the househol d' s refusal to cooperate.
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CHAPTER 6
ERROR DETERMINATION PROCESS

600 PURPOSE. The purpose of the error determ nation process is
to determ ne whether each active case is eligible, eligible
wi th an overi ssuance or underissuance, or ineligible for the
sanple nonth. The term"error" applies to the allotnent.
There is an error in the case if the household is
i neligible, overissued, or underissued. The inclusion or
exclusion of any variance in an elenment may affect the error
determ nati on process; however, a variance is not an error
There are two parts to the error determ nation process, the
eligibility test and the allotnent test.

610 THE ELIG@BILITY TEST. The first thing the reviewer has to
do is to determ ne whether the household was eligible to
receive the sanple nonth issuance. The reviewer nust use,
the procedures in Chapters 5 and 7 through 11 to verify t
househol d' s circunstances and to determ ne whet her any
vari ances found during the review are to be included or
excluded. The procedures to be used depend upon the
househol d's eligibility system as distinct fromits
budgeti ng system requirenents. |f the household was
ineligible, the error determ nation process is conplete.
Colum (2) of the conputation sheet would be conpl et ed using
the figures determned in the test if the necessary figures
were obtained during the review. |If the review was
term nat ed before the househol d' s conpl ete circunstances
were established, colum (2) is not conpleted. The
al | ot ment anount woul d be zero as the entire anount
aut hori zed for the sanple nonth was in error. The reviewer
woul d enter Code 4 in Item 6 and the anmount of the
authorized allotnent in Item7 of FormFNS-380-1. |If the*
househol d is eligible, the reviewer nmust continue with th*
Al | ot ment Test.

620 THE ALLOTMENT TEST. The allotnment test is a two-step
process. It consists of two conparisons. The first
conparison is a conparison of an allotnent conputed based on
actual, verified circunstances to the authorized all otnent.
The second conparison is a conparison of an allotnent based
on the verified circunstances excludi ng appropriate
variances to the authorized allotnent. Prior to doing the
al | ot ment conparisons, the reviewer nust verify the
househol d' s actual circunstances appropriate for the *
househol d' s budgeti ng requirenents.
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Conparison |I. The first conparison is of an allotnent
conput ed based on the actual, verified budget nonth
circunstances to the authorized allotnent. The reviewer
must not determ ne whether there are any variances for the
pur poses of this conparison

Usi ng actual, verified incone and deductions for the budget
nmont h, the reviewer nust conpute an allotnment. This figure
must include any rel evant annualized or prorated anounts,
and any applicable standard (i.e., SUA, honel ess shelter
standard, etc.). As appropriate, incone received on a
weekly or bi-weekly basis must be converted to a nonthly
figure.

Then the reviewer nmust conpare the allotnent anmount conputed
in 621.1 to the anmount the eligibility worker authorized for
t he sanpl e nont h.

| f the difference between these two allotnment anounts is $25
or less, the error determnation process is over. There is
no error in the allotnment anmount authorized for the sanple
month. The reviewer must use the actual verified budget
nmont h ci rcunstances for conpleting colum (2) of the
conput ati on sheet and nust enter Code 1 in Item6 of the

For m FNS- 380- 1.

If the difference between these two allotnent anobunts is
greater than $25, the reviewer nmust proceed to Conpari son
.

Conparison Il. The second conparison is of the authorized
allotnent and an all otnent based on the verified budget
nmont h ci rcunst ances, excludi ng any vari ances i n accordance
with the requirenents in Chapters 7 through 11

The revi ewer nust conpute an allotnment, using the verified
budget nonth circunstances, excluding any variances as
appropri ate.

Then the reviewer nmust conpare the allotnment anmount conputed
in 622.1 to the anmount the eligibility worker authorized for
t he sanpl e nont h.

| f the difference between these two allotnents is $25 or

| ess, the error determ nation process is conplete and there
is no error in the allotnment. The reviewer nmust use the
figures from622.1 for colum (2) of the conputation sheet
and enter Code 1 in Item6 of the Form FNS-380-1.
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If the difference between these two all otnent anmounts
is greater than $25, there is an error in the all otnent
anount authorized for the sanple nonth. The revi ewer
must use the figures from622.1 or the figures from
621.1, for colum (2) of the conputation sheet and
determ ne the amount in error. The figures used (622.1
or 621.1) nust be whichever figures result in the |east
quantitative error for the case. The anpbunt in error is
the difference between the two allotnments. The

revi ewer nust enter Code 2 for "overissuance", or Code
3 for "Underissuance", in Item6 and the anount in
error in Iltem7 of Form FNS-380-1.

Exanpl es:

For the case under review, the figures from®621.1
(Conparison |) reflect an allotnent error of a $35
overissuance. The figures from 622.1 (Conparison I1)
reflect an allotnent error of a $65 overissuance. It
is the figures from Conparison |, the $35 overi ssuance
whi ch nust be used in the final error determ nation of
t he case.

For the case under review, the figures from®621.1
(Conparison |) reflect an allotnent error of a $140
underi ssuance. The figures from622.1 (Conparison I1)
reflect an allotnent error of a $70 overissuance. It
is the figures from Conparison |1, the $70

overi ssuance, which nust be used in the final error
determ nation of the case.
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that an individual living with it was not a
househol d nenber.

Collateral Contacts |Indicate Additional
Menbers. Wien a collateral contact indicates
that there was an indivi dual who was a nenber
of the household to which the household did
not admt.

Collateral Contacts Indicate a d ai ned
Househol d Menber Was Not a Menber. When a
collateral contact states an individual who
t he househol d cl ai mred was a househol d nenber
was not .

Several aspects of this situation need to be
noted. First, the statenment nust be
positive. For exanple, a landlord states he
knows for a fact that a certain individual
nmoved out prior to the tine when the

i ndi vi dual woul d have been included in the
househol d. The househol d woul d need to be
recontacted in this type of situation.
Second, in some situations, recontacting the
househol d is not necessary. For exanple, a
m ni ster or physician verifies that an

i ndi vi dual, whom the household clainmed as a
menber, died prior to the tine the individual
coul d have been included as a househol d
menber .

842.5 Actions To Resol ve | nconsi stenci es.

A

Wth Collateral Contact Verification. |If, as
a result of the reviewer recontacting it, the
househol d acknow edges a nenber other than
ones it had previously acknow edged and/ or
acknow edges a cl ai ned nenber was not one,
the reviewer proceeds with the review on the
basi s of that adjusted household conposition.
| f the household contends that its assertion
is correct and the reviewer does not have
strong evidence to the contrary, then the
revi ewer nust use the househol d conposition
based on the information provided by the
househol d.

Revi ewer Action When Verification Is
Unobt ai nabl e or I nadequate. Wen the

revi ewer cannot obtain verification or it is
i nadequate, either for the entire household
or sone of its menbers, the household's

st atenent nust be used for househol d

conposi tion.
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Resi dents of Certain Institutions. Wen AORD a
household is found to have been a resident of an
institution which nmakes the househol d ineligible,
verification nust be docunented under El enent 140 -
RESI DENCY, and a note of that made under this el enent.

Error Determnation. In the majority of cases with a
vari ance i1 n household conposition, the variance wll be
handl ed by sinply adding to or subtracting fromthe
househol d under review one or nore individuals and
their circunstances before determ ning the household's
eligibility and benefit level. However, if a variance
occurred in one of the situations described in this
section, the procedures outlined relative to that
situation nust be foll owed.

Househol d Consol i dati on/ Movenent. The procedures in
this section apply to situations involving two or nore
separately certified households, regardless of size,

t hat shoul d have been certified as one househol d AORD.
This may or may not involve novenent of the househol ds.
One exanple of this would be individuals who |ived

t oget her who shoul d have been certified as one
househol d but were erroneously certified as two or nore
househol ds. These procedures apply whi chever household
is sanpled. They do not apply to duplicate
participation situations (see 844.2) or situations

i nvol ving an individual menber of a certified househol d
nmoving in with another separately certified househol d
(see 844.3).

A | nclude all households with their incone,
deductions, resources, etc., in a conputation of
what the househol d shoul d have received for the
sanpl e nont h;

B Add up all food stanp issuances received by al
i ndi vi dual s who shoul d have been included in the
househol d for the sanple nonth;

C Conpare the allotnment anmount the household should
have received to the conbined total issued for the
sanpl e nonth; and

D If the difference is $25.00 or |ess, the allotnent
issued to the case under review will be reported
as correct. If the household was ineligible, the
allotnment issued to the case under review w |l be
reported as being in error. |If the entire
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househol d was eligible, but was underissued or
overi ssued by nore than $25.00 the revi ewer nust:

1 Cal cul ate the percentage that the all otnent
i ssued to the case under reviewis of the
total issued;

2 Mul tiply the anmount under or overissued by
this percentage, rounding the answer down to
the nearest whole dollar figure if necessary;

If the result is $25.00 or |ess, the
allotnent issued to the case under revi ew
wll be reported as correct;

4 If the result is nore than $25.00, the result
will be reported as the anmount in error for
t he case under revi ew, and

5 Again, while the total anount of food stanps
i ssued to the household is used to cal cul ate
the dollar loss, only the amount issued to
t he case selected for review w !l be
reflected on the Form FNS-380-1.

844. 2 Duplicate Participation By All or Sone Menbers of the
Sane Househol d. The procedures in this section are
used when all nenbers of one certified household are
al so participating as nenbers of another separately
certified household, and may or may not involve
nmovenent of the household. These procedures apply if
ei ther househol d is sanpl ed.

When the reviewer verifies that an individual or group
of individuals have been included as househol d nenbers
in the case under review, and the individual(s)
received an allotnment as a separate household for the
sanpl e nonth, the reviewer nust determ ne which case
was the first to be correctly certified. |If that case
is sanpled it would be correct for this el enent.

For exanple, the State agency correctly certified a
household with five nenbers (Case A). The State agency
|ater certified two nmenbers of household A as anot her
household (Case B). The result is that all nmenbers of
Case B are duplicate participants. If Ais sanpled, A
is correct for this element. If Bis sanpled, there is
a variance as the nenbers were already included in Case
A, and the total allotnment issued to household B should
be consi dered an over paynent.
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Househol ds on Indian reservations are not eligible to
participate in both the Food Distribution and Food
Stanp Prograns sinultaneously.
A househol d that participated in both prograns in the
sanple nonth is ineligible for food stanps if it was
certified for the Food Distribution Programfirst.
844.3 Transfer/ Movenent of Individuals Into, Qut of, and

Bet ween Food Stanp Househol ds. The procedures in this
section pertain to an individual menber(s) of one
certified household noving/transferring into another
certified household, and may or may not involve
duplicate participation of the individual nenber.
These procedures apply if either household is sanpl ed.
This section does not apply to novenent/consolidation
of the entire household. (See section 844.1.)

NOTE: |If an individual is certified as a one nenber
househol d, and noves into another certified househol d,
use review procedures at 844.1 or 844.2 as appropriate.
When one or nore individuals nove fromone certified
househol d to another certified household, the reviewer
must ensure that the individual (s) and any associ at ed

i nconme and/ or deductions are not used in both
househol ds' budget calculations. |[If the agency policy
requires that individuals and their circunmstances be

i ncluded in the gaining household AORD, but fails to

i nclude themin the gaining househol d' s budget

cal cul ations, a variance exists and the revi ewer shal

i nclude the individual (s) and their circunstances in

t he gai ni ng househol d's budget for the issuance nonth.
Simlarly, if the agency fails to renove the

i ndi vidual (s) and their circunstances froma | osing
househol d' s budget AORD, a variance exists and the
reviewer shall renove the individual (s) fromthe |osing
househol d' s budget .

It is inportant to note that a problemin a case related to the
case under review through novenent of individuals does not
necessarily result in a variance in the case under review For
exanple, if the case under review is a household | osing an

i ndi vidual to another participating food stanp household and the
transfer should have been nade AORD, no variance would exist in
the case under review if the individual and his/her circunstances
had been renoved fromthis household, even if the individual was
never added to the gai ning household' s budget. Thus, the

determ nati on of whether a variance exists in the case
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Househol d resi ded AORD i n governnent/triba
public housing or Federally subsidized
housi ng such as the Housing Authority/Tri bal
Housi ng Authority (THA), Housing and Urban
Devel opnment (HUD) or Section 8.

B Househol d was honel ess AORD. For all other
househol ds the reviewer will routinely check
for property ownership. Checks are nmade
t hrough county records when the reviewer is
i n possession of information needed to
retrieve the property data; for exanple, the
names of all the adult nenbers of the
househol d where there is an al pha i ndex.

Wen the revi ewer does not have the
information needed to retrieve the property
data, the reviewer nay have to | ook el sewhere
to obtain the data by which the property
information is retrievable. Wen there is no
such source and no reason to believe there is
property or only excludabl e property

owner ship, the negative allegation wll be
accepted. The file nmust be clearly
docunented to show why no verification was
obt ai ned.

VEHI CLES - 222. For each adult househol d nenber
the reviewer nust verify the household' s positive
or negative allegation of vehicle ownership via
inquiry through the State Departnent of Mot or
Vehicles (DW) or its equivalent. The reviewer
must al so determ ne status (wWth respect to use
and license) and the value of all vehicles owned
by the household. Information such as purchase
price, encunbrances against the vehicle, and the
nanme of the organi zation financing the purchase
woul d aid the reviewer in determning the effect
of notor vehicle ownership on eligibility. The
val ue of sone licensed vehicles is excluded as a
resource. To establish the value of notor
vehi cl es the reviewer shoul d use whi chever
reference source is enployed by the State agency’s
eligibility workers in certifying food stanp
househol ds. Exanpl es of such sources include the
Nat i onal Autonobil e Deal ers Associ ati on ( NADA)
“blue, red or black books", and a variety of
Internet web sites. In addition, car valuations
can be verified by other sources (i.e., car

deal ers) who can provi de an approxi mate val uation
based on make, year, nunber of cylinders, and
nodel of the vehicle.
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Whet her the recipient alleges ownership of a notor
vehicle or not, the reviewer nust check via
inquiry through the State Departnment of Mot or
Vehicles (DW) or its equivalent the accuracy of
the information, and to explore potenti al
ownership of other vehicles not alleged. This
check must be conpleted even if the household
provi des proof of ownership. In addition,
reviewers nmay have to contact other collateral
sources when DW records differ fromthe
househol d' s st at enent.

When t he househol d al |l eges ownership of a notor
vehicle the reviewer nust exam ne the registration
card and record the followi ng information on al

i censed vehicl es:

A Registered owner;

B  Make;

C Model;

D Style;

E Year; and

F Nunber of cylinders (if listed).

OTHER NON- LI QUI D RESOURCES - 224. The revi ewer
nmust determ ne ownership, status with respect to

i ncl usi on and exclusion, and equity val ue of
nonliquid resources not covered in Elenments 221
and 222. Docunents which can be used as the basis
of verification of such itens are things such as
sal es agreenents and tax records as well as itens
menti oned under sections 970 and 980 above.
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CHAPTER 10
INCOME

GENERAL. This chapter describes the procedures for
veritying household incone and for determ ning variances
in incone.

VERI FI CATI ON AND VARI ANCE DETERM NATI ON PROCEDURES.

Verification. Households nmay receive income fromone or
nore types of sources, e.g., wages or a salary, a public
assi stance grant, a self-enploynent enterprise, alinony
paynments. The incone verification procedures are based
on the source of the incone. Incone is verified for the
budget or issuance nonth(s), depending upon the specific
eligibility, budgeting, and reporting requirenents.
(Retfer to Chapter 7.) In sonme instances, inconme is also
verified for other nonths, e.g., the receipt of a
stuQegt grant that has to be prorated over a specific
peri od.

Vari ance Determ nation. The variance determ nation

process depends upon how the inconme is received, i.e.,
stable, fluctuating, annualized, or received on sone
ot her schedule. In nmaking the variance determ nation,

the reviewer needs to determne howthe eligibility

wor ker treated the inconme, if the worker correctly
applied the certification policy(s), if the worker made
any conputational errors, 1f the recipient correctly
reported incone, and if the recipient correctly reported
i ncone changes.

Term nology. In general, the procedures in this chapter
are based upon the foll ow ng term nol ogy.

Anticipated Inconme is counted when its receipt is
reasonably certain. "Reasonably certain” is to be
deci ded on a case-by-case basis by the State agency in
conjunction with the household. The provisions on
change reporting in section 223.2 concerning earliest
date are applicable to determ ni ng when i nconme can be
reasonabl y anti ci pat ed.

Conversion i s changi ng meeklr or biweekly incone to a
mont hl'y anount by ?1) mul ti plyi ng weekly anounts by 4.3
and biweekly anounts by 2.15, or (2) using the State
agency's public assistance standard. Wen processing
monthly reports, State agencies have the option of
converting to a regular nonthly anmount incone that is
recei ved weekly or biweekly. The State agency nust
choose one option for all change reporters and one
option for all nmonthly reporters. |f the EWwas
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required to convert inconme, the QC revi ewer nust
convert. The QC reviewer nust use the State agency's
appl i cabl e conversion nethod. If an EWwas not
permtted to convert incone (i.e., the recipient
receives less than a full nmonth’s income fromthe
source), the reviewer nust not convert. |If the State
agency did not select an option, the QC reviewer wl|
use actual incone.

Fluctuating incone is earned or unearned incone that
varies nonthly in amount and/or by source. Such incone
may be averaged or unaver aged.

Stable incone is incone that is received in a fixed
anount fromthe sane source(s) on a regul ar schedul e.

Prorated inconme is incone that is divided anong the
househol d nmenbers (including any ineligible househol d
menbers, if appropriate) or anong the individuals for
whomit is intended, or inconme divided by the nonths for
which it is intended to cover, e.g., a student grant.

Annual i zed incone is self-enploynent incone, e.g.,
farmers, or contract inconme which is i ntended to

represent a househol d' s annual incone and which is
prorated evenly or unevenly over a 12-nonth period.

VERI FI CATI ON REQUI REMENTS - EARNED | NCOVE.

Credit check for verification of earned incone. This
element wll serve as an optional tool for the
verification of earned incone. A credit check may be
used when the reviewer wants to further investigate or
establish a financial profile of household nenbers.

Wages and Sal aries - 311. This elenent refers to incone
earned by a recipient through the recei pt of wages,

sal aries, tips, or conmm ssions. The reviewer nust
verify whet her any househol d nmenbers were enpl oyed and
thg ?nnunt and frequency of earnings. (See also section
512.

Positive All egation. Wen the household admts that a
househol d nenber earns wages or sal aries, the revi ewer
must determ ne the nanme of enployer, the anount and
frequency of earnings; and the type of enployment (full-
time, part-tinme, etc.).

For standard verification the reviewer nust contact the
enpl oyer or exam ne wage stubs or pay envel opes, if they
cover the period of enploynent under review and there is
no indication of other enploynent.
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(1062 A
2 The recal cul ati on does not have to result in
a change to the allotnent. |In order to be
considered an interimchange under this
definition, the certification record nust
docunent that two things have occurred:

(a) Either a change is reported by the
househol d, or the agency becones aware

of the change; and

(b) The eligibility worker has to act on the
change, which includes the eligibility
wor ker' s docunent ed deci sion that the
change will not affect the household's

al | ot ment .
B Effective Date of a Certification, Recertifica-
tion, or Interim Change. In determ ning whether

to use procedures at 1063.1 or 1063.2, the QC
revi ewer needs to consider when a certification
action becane effective rather than when the
action was taken. The follow ng two exanpl es
illustrate the effective date:

1 The EWrecertifies a household on April 25
for May through October. May is the first
effective nonth of the certification action.

2 A househol d applies for benefits on Septenber
10. On Cctober 4, the EWcertifies the
househol d for Septenber through Decenber and
i ssues benefits retroactively for Septenber.
Even though the certification action did not
occur until Cctober 4, the first effective
month of the certification action is
Septenber, the nonth of initial
certification.

The reviewer nmust use the follow ng procedures to
determ ne whet her any variances exist. These
procedures apply to both earned and unearned sources of
fluctuating incone.

1063. 1 First and Second Effective Months of a Certification
Action. |If the sanple nonth was the first or second
effective nonth of an initial certification, a
recertification, or an interimchange, the revi ewer
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nmust review i ncone using the procedures in this
section.

This section nust also be used for the third effective
month if using procedures at 1063.2 would take the QC
reviewer outside of the effective period of a
certification action.

In steps A and B bel ow, QC nust use converted incone as
appropri ate.

A Conparison I. Verify the sanple nonth incone.
This inconme is used in the Conparison | allotnent
test at section 621. |If the Conparison
allotnment test results in an allotnent difference
greater than $25 fromthe authorized all ot nent,
proceed to B

B Conpari son 11

1 | f necessary, correct the worksheet incone
figure at the time income from each source
was | ast cal culated for the allotnment under
review for m sapplication of policy and
conputation errors by the eligibility worker,
and for incorrect reporting by the househol d.

2 Usi ng 722, determ ne whet her any changes
occurred in the household' s circunstances
t hat shoul d have been in effect as of the
revi ew date, excluding unreported/ unprocessed
incone. |f any change shoul d have been in
effect, use the change in the error
determ nation. |If there was no change that
shoul d have been in effect, use the
eligibility worker's corrected figure in the
error determ nation.

Exanple (1):

Certification Period: March 1 through July 31
Sanpl e Mont h: Mar ch
Verified March | ncone: $925
| ncome on Wor ksheet: $890

The eligibility worker correctly added together eight
weekly pay stubs from January and February and
converted the incone to $890 nonthly. The househol d
correctly reported at the tine of certification. The
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reviewer will use $890 in the error determ nation
pr ocess.
Exanple (2):
Certification Period: March 1 through August 31
Sanpl e Mont h: Mar ch
Verified March | ncone: $1530

| ncome on Wbr ksheet : $890

The eligibility worker added together biweekly pay
stubs from January and February and converted the
income to $890 nonthly. However, the QC reviewer

di scovered that the household actually received incone
weekly. The QC reviewer nmust correct the EWs figure
by addi ng together the weekly pay stubs for January and
February and converting. The corrected figure nmust be
used in the error determ nation process.

Exanpl e (3):

Certification Period: January 1 through August 31
Sanpl e Mont h: June

Verified June | ncone: $870

| ncome on Wor ksheet : $903

The recipient was interviewed on January 2 and
certified on January 15 with nonthly income of $560.

On May 1, the recipient's enploynent changed from part -
time to full-time. She received her first full-tine
pay check on May 7. She reported the change to the
State agency on May 8 and provided verification that
she coul d expect to work about 35 hours per week at

$6. 00 per hour. On May 10 the State agency prepared a
budget for June through August, based on nonthly inconme
of $903 ($6 x 35 x 4.3). The reviewer will use $903 in
the error determ nation process.

Exanpl e (4):

Certification Period: June 1 through May 30
Sanpl e Mont h: August 1

Verified I ncone for August: $400

| ncome on Wor ksheet : $325

The State agency has a 12-day NOAA period; requires
averaging at least two full nonths of income to
determ ne a “best estinmate of anticipated incone; and
requires reporting of actual changes of nore than $25
fromthe nonthly average
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Al t hough August is the third effective nonth of a
certification action, using procedures at 1063.2 would
take the reviewer outside of the effective period of
the certification action since the State agency has a
12-day NOAA (i.e., the first full nonth ending 32 days
prior to the review date is May which is prior to
certification.) Therefore, procedures at 1063.1 are
used in review ng incone.

In certifying the household, the EWcorrectly averaged
child support from April of $300 and May of $350 to
conpute a best estimate of $325. On June 5, the
househol d received its June child support paynent of
$360 which was neither reported by the househol d nor
processed by the State agency.

The QC reviewer deternined that the change to $360 nust
be included in the error determ nation since the
househol d was aware of the change nore than 32 days
prior to the review date and the change exceeded the
best estinmate of $325 by nore than $25. Based on
certification policy, the QC reviewer determ ned one
way to include this change was by averaging i ncone from
April, May and June [($300 + $350 + $360) 0 3 = $337].
Thus, $337 is used in deternmning the error anount. It
shoul d be noted that $337 is used in the error

determ nation even though it differs by |l ess than $25
fromthe corrected EWs figure.

Third Effective Month or Later Follow ng a
Certification, Recertification, or Interim Change. |If
the sanple nonth was the third effective nonth or |ater
the reviewer nmust review the inconme using the
procedures in this section. |If the review date is such
that the follow ng procedures would take the QC
reviewer outside of the effective period of a
certification action, use section 1063.1. This wll
apply to nost states for conpletion of March sanple
mont h cases and states with 10+ day notice of adverse
action peri ods.

In steps A and B bel ow, QC nust use converted incone as
appropri ate.

A Conparison I. Verify the sanple nonth incone.
This incone is used in the Conparison | allotnent
test at section 621. |If the Conparison
allotnment test results in an allotnent difference
greater than $25 fromthe authorized all ot nent,
proceed to B
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On February 7, the recipient is hired for a new job and
does not report it. The change shoul d have been
reported by February 17 and been reflected in the Apri
allotnent. The April income of $943 would be used in
the error determ nation.

1064 Prospective Budgeting - Households Wth Mbre Than One
Type of Reported/Processed Inconme. This section is used
for households with nore than one type of reported/
processed incone, i.e., stable, fluctuating, analyzed
or prorated incone. This section nust not be used for
househol ds with nore than one source of the sane type
of incone.

The followng is an exanple of a household with
mul ti ple sources of a single type of incone: a
househol d is certified with income fromtwo different
enpl oyers; both sources fluctuate. Even though there
are two sources of incone, there is only one type since
both are fluctuating. Therefore, income in this
exanple is reviewed using procedures at either 1063.1
or 1063.2 as appropriate.

In the event a household has nore than one type of
i ncone, the reviewer nmust use the procedures in this
section:

In steps A and B bel ow, QC nust use converted incone as
appropri ate.

A Conparison I. To do the allotnment conparison in
section 621, verify the anount of each type of
i ncone received in the sanple nonth, including any
unr eported/ unprocessed incone. Al types of
i ncome nust be added together. |If the Conparison
| allotnment test results in an all ot nment
di fference greater than $25 fromthe authori zed
allotnment, proceed to B

B Conparison 11

1 The revi ewer nust correct the EWs incone
figures for any m sapplication of policy and
incorrect conputation. This does not include
adding in any figure to the EWs figure for
any unreported/ unprocessed sources of incone.

2 If the sanple nonth is the first or second
effective nonth of the certification action,
the QC reviewer nust use section 722 to
det erm ne whet her any changes occurred in the
househol d' s circunstances that should have
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been in effect as of the review date. If a
change (ot her than unreported/ unprocessed
sources of incone) should have been in
effect, use the change in the error

determ nation. |If there was no change that
shoul d have been in effect, use the corrected
eligibility worker's figure in the error
determnation. |If there are any unreported/
unprocessed changes in inconme sources, go to

(5).

If the sanple nonth is the third effective
month or later followng a certification
action (if the review date is such that the
foll ow ng procedures would take the QC
reviewer outside of the effective period of a
certification action, use B(2) above), the
revi ewer nust conpare the verified sanple
mont h i ncone (excl udi ng unreported/ unprocess-
ed i ncone sources) to the corrected EWs
figure. |If the two inconme figures vary by
$25 or less, the corrected EWs figures nust
be used in the error determnation. |If the
two incone figures vary by nore that $25, go
to (4). |If there are any

unr eport ed/ unprocessed changes in inconme
sources, go to (5).

If the two gross figures vary by nore than
$25, the QC reviewer nust verify the incone
anmount reflecting the | atest includable
change. Section 1062 nust be used to
determine if a change in stable incone should
be included. Section 1065 nust be used to
determine if a change in annualized or
prorated i ncome should be included. Section
1063. 2 nust be used to determne if a change
in fluctuating i ncome should be included.
Conpare the verified total incone figure to
the corrected EWs incone figure. |If the

i ncome armount varies by $25 or less fromthe
corrected EWs figure, use the corrected EWs
figure in the error determ nation process.

| f this anmount varies by nmore than $25 from
the corrected EWs incone figure, use this
anount in the error determ nation process.

I f there are any unreported/ unprocessed
changes in incone source, go to (5).

Section 722 nust be used to determine if an
unr epor t ed/ unprocessed source of incone
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hold was billed $200 for rent each nonth of its
ication period. A charity gave the househol d

ch nonth to help Ray the rent. In cal cul ating
|ter deduction, the household' s rent was $200.

0 was not an excluded vendor paynent.

Deductions Disallowed at Certification or )
Recertification. Normalty, 1f a tousehotd was entitled
to a deducttom at the tine of the nbst recent certifi-

cation/recertification and did not receive it, the case

has an included variance. There are three exceptions

to this rule:

A The househol d reported the expense but chose not
to receive the deduction;

B The State agency asked for verification, the
household did not provide it, and the State agency
certified the household w thout the deduction] or

C The household fails to report expenses at
certification or recertification after the State
agency has infornmed the household that suc .
failure will result in the forfeiture of the right
to a deduction.

r A and B the reviewer nust exclude these variances
the State agency. docunented the case record to show
y the househdl d did not receive the deduction for
ese rePorted expenses. The docunentation nust be
dat ed between the househol d's application covering the
sanple nonth and the revi ew date.

558

For C, the reviewer nust exclude these variances if the
St at e agency docunented the case record to show the
statenent inform.ng the household of its right to claim
t he deduction, Thé docunment nust be dated for the tine
of the certifijcation action covering the sanple nonth.
St at enent s, subsequent to the review date, by the State
agencytor by t he 'househol d, nust not be taken into
account .

Deductions disallowed at certification or )
recertification under one of the provisions |listed

above nust be included in the error determ pation under
certain unique circunstances, I|f the househo
subsequent to the certification action but pr
sanple nonth (allow ng for exclusionary ti
reports and/or verifiées the expense, and t
agency does not allow the deduction, the r
identify an a?ency caused varjance by incl
deduction in the error determ nation:

Exanpl es:

1) A household indicated on its aPPIication at
certification that 1t incurred shelter expenses of $500

[
inrent., No utility expenses are reported. The
eligibility worker {EVV certifies the household wth
onIY the $500 rent used in the determ nation of the
shelter deduction. The application contains a
statenent inform ng the household that they forfeit the
right to deduction of househol d expenses if theK fal
toreport the expense. The reviewer verified shelter
expenses of $500 rent, plus utilities. |n conpleting
the final review findings for the case the reviewer
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lude only the rent, not the utilities, in the

eduction” cal cul ati on. (Assun1n? no. vari ances
n any of the other elenents of this review,

woul d” be conpl eted as correct, no error.)

sehold indicated on its application at

tion that it did not incur any dependent care
The EWnoted in the casefile that the clijent

med at the certification interview that they,

he right to deduction of household expensesif

SR> S253
>

e

to report the expense. The reviewer verified
care expenses of $350. In completing the

ew findings for the case the revi ewef woul d

e a dependent care deduction in the
n
e
e
e
r

—hO —+—h

: Assum ng no variances are found in any
r elenments of this review, this case would
d as correct, no error.)

sehold stated at certification th
ered child support paynents of $4
id not allow a child support deduc
ed no explanation in_the casefile

n was not allowed. The reviewer v
dered chlld_suPport_paynEnts of %4
leting the final review findings fo
ewer “woul d i nclude a child support
the calculation. (In the absence o
e ng. variances found in other elenents

iew, this case would be conpleted as conta
ri ssuance.)

i on at
expenses.
m ng the
ducti on of
he expense.
of $400 in
hold to the
The revi ewer
wo nont hs
move. The
npl e nonth
ses in
icy

S
ter
g

A househol d i ndic
ertification that it
he aﬁ I'ication conta
househol d that they fo
househol d expense f
The reviewer veri d
rent and utilitie
SUA existed at th
further verified
after certificati
move occurred thr
and the reviewer
t he. new home i ncl
entitled the hous
affects only certi
and not the requir
certification, in conple
for the case the revi ewe
$300 plus the SUA fromt
shel ter deduction calc
offsettln%_varlances f
review, this case woul
underi ssuance.)

A
t

|
i ed.

S
f

S
e
t

0
e
Vv
u
e

OS> QDDS S

D SQ

e
nove in
e absence of  any
| ements of this

d as containing an

[oXo Y
c

Speci al Treatnent of Variances.. The reviewer can )
T g rlng_to t he procedures

Chapter 7 for including and exclu |n?_var|anpes. Ther
are, particular aspectS of the deductions which requir
special treatnment., These aspects are handl ed under th
subj ect "special treatnment of variances" which appears
Hndgr t he dependent care, shelter, and nedical

eadi ngs.

EARNED | NCOVE DEDUCTION - 321. The earne

ned i nco
dEdUCTTUH_TS_HTWHYS_2ﬁ@FUf_TﬁE househaol d's total earned
i ncone, after excluding the costs of doing business of
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(1120) . .
sel f-enpl oynent enterprises. The total earned incone
anount appears on line 13 of the conputation sheet.
Exanpl es:
$763 total earned incone 763 total earned inconme
X. 20 deducti bl e percent age - 153 deducti bl e anmount
deducti bl e anount $610 earned i ncome m nus
(EI D)
R
$763 total earned incone
X. 80 non-deducti bl e percentage . .
earned i ncone m nus earned i ncone deduction
1120.1 Docunent ation, Docunentation (other than on the

q heet% is necessary only if there was a
varliance in ampunt. |f there was such a variance, the
reviewer must explain the mstake in policy or in
arithnetic.

1120. 2 Verification. Verification of the earned incone
| not necessary, since the anmount of the
deducti on depends totally upon verified earned incone.

1130 DEPENDENT CARE DEDUCTI ON - 323. A household is,
deduction if it incurs
out - of - pocket costs for the care of a dependent because
such care is necessary for a househol d nenber to:

A Accept enpl oynent;

B Cont i nue enpl oynent;

C Seek enploynent in conpliance with job search
D

Make an effort equivalent to job search if not
subject to job search; or

E Attend training or to pursue education which is
preparatory to enpl oynent.

NOTE: |[If_an expense is both a dependent care. expense
and a nedi cal expense, the reviewer nust consider the
cost as a nedical expense.

1130.1 Deducti bl e Expenses. A household may deduct the anmount
re expense for which they nust

conpensate the person who provides the care. 1n-kind
benefits, |ike nmeals and | odgi ng, are not deductible
expenses. The reviewer wll “convert or prorate

expenses as appropri ate.
NOTE: Deductions are governed by certification policy.

1130. 2 Docunent ati on. The revi ewer nust docunent:

A Who received the dependent care;

B Who provided the dependent care;

C Why the household was entitled to a deducti on;
D

The anpunt of the dependent care cost in the
appropriate nonth or nonths;
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The tinme periods covered by dependent care
expenses;

F The type of verification obtained; and

G The nature of any variances.

Standard Verification.

A Bills for such costs fromthe appropriate nonth or
nmont hs; or

B A statenment fromthe praovider concernjing the

appropriate nonth(s) and the anount

)

rn
(s

Specjal Treatnment of Varjapces. This sec i on provides

rRe—rnsrrucrrons—on—specrah—ha ling of the dependent

care deducti on.

A Expenses Not Reﬁorted at Certifjcation/Recerti -

t care expense at_ certificat|on and
depenpdent care. ex ense exi sted for the bu get
mohth, the revie Wll determne the err by
usi ng.t he anount of t he expense at the tinme of
certification.
| f the household failed to report a PerIOdIC or
annual expense at certification and the expense
exli sted for the budget ponth, the reviewer mtll
Brorate the_pi Il over th | pterval bet n

|Illngs. The reviewer Wl |l then use the anopunt
proratéd for the tinme of certlflcatlon
Exanpl e: At certlflcatlon t he household failed
ro—reﬂort a $500 quarterly’ dependent gare expense
I n Jahuary, the househol d”was billed $500 whl ch
covered January, FEebruary and rch.  The budget
mpnth is March? The, houSehold fai|ed to report
the expense at certification and the_expense
exi sted for the budget pont h Therefore, the
reviewer Wil prorafe the expense over the
I nterval between bl||ln98 and use the anount of
t he exPense Rrorated for the tinme of
certiflcatio
B Change Reporting,and Unreported Changes Subsequent
LO LerTlrTricatr oy recertirilrocdatTl Ofl. A Cliarige
reporting housenholrd 15 not reqU|led to re?ort
changes in i1ts dependent care costs, Thelefore,
If the reviewer can attribute a variance to an
unr eported. change subsequent to certification, the
reviewer will eXclude the variance.
Exanple: A household correctl report d and
recgpved a peductlon Yn ng thly dePendent
care costs for a three, nDnt 11d, " Halfwa
through its certiftication perlod on NVay 14th, the
house oId | earped that its costs would drop to $80
Y The household raﬂorted the change to {he
Iocal ood stanp office ot adjust the
otnment. On JuIY 20t h, the ousehol S
dePendent care costs droPped agaln to $60 nonth|y
but . t he househol d %Id not report the hange The
reviewer verified $60 1 n n hI ﬁgenden care
costs or the sanpl e nont h/ bud
ar PorEr 3 "Budgebthg) "9 T 20?89%%? woul d
I bi u I . Vi u
excPude th S varlange begause t he househol d was
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1180 CHI LD SUPPORT PAYMENT DEDUCTI ON - 366. A household is
entitled to the child support paynment deduction if it
incurs legally binding costs for any child support
paynments made to a non- househol d nenber for the care of
a child. This includes legally obligated vendor
paynments nmade to a third party on behalf of a child.
Vol untary support paynents are not deducti bl e.

1180.1 Docunent ati on. The revi ewer nust docunent:

A Who is legally obligated to pay child support;

B The anobunt, and paynent schedul e, that the
househol d nenber is legally obligated to pay;

Who received the child support paynents;
Who actually provided the child support paynents;

Why the household was entitled to a deducti on;

m m T O

How nmuch the child support paynents were in the
appropriate nonth or nonths subject to review,

G The time periods covered by child support paynents
whi ch wer e nade;

H The type of verification obtained; and
I The nature of any vari ances.

1180. 2 Verification. The reviewer nust verify the
househol d's | egal obligation to pay child support,
t he anobunt of the obligation and the anobunt actually paid. The
primary source of verification for declared child support
paynments is the household making the contribution. Wen support
paynments are made through a third party, such as a court or
probation office, verification can be nade through that agency.
Verification can al so be made through the person, or persons, in
recei pt of the child support paynments. The reviewer nust be
alert to the effect of timng and anount of paynent relative to
t he revi ew dat e.
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Chil d support paynents should be verified through use
of the follow ng docunentati on:

A From t he Househol d. Docunents or other records
generally available fromthe househol d include
cancel | ed checks; wage wi t hhol di ng st atenents;

i ncone tax returns; divorce or separation decrees;
court orders; support agreenents; or correspondence
regardi ng support paynents.

B From O her Sources. Docunments or other records
avail able fromother sources for verification
i nclude statements fromthe custodial parent; court
records; |awer's records; divorce or separation
decrees; enployer's records show ng attachnment of
wages; and Title IV-D and Child Support Enforcenent
agenci es.

Cal cul ation of the Child Support Deductions. The
reviewer must review child support deductions as
fol | ows:

A Conparison |I. Verify the actual anount of the
chilTd support paynent in the budget nonth. Convert
if required. This figure is used in the
conparison | allotnment test. (See section 621.)

B Conparison |1.

1 | f necessary, correct the worksheet expense
figure for msapplication of policy, failure
to act or correctly act on reported changes
and conputational errors by the eligibility
wor ker, and for incorrect reporting or
failure to report at the tinme of
certification or recertification by the
househol d.

2 Excl ude vari ances attributable to an
unreported change subsequent to certifica-
tion/recertification.

3 Use the corrected worksheet figure in the
error determ nation process.

Exanple: During its certification interview, a
househol d reports a nonthly child support paynent in
t he amount of $150. |In addition to the $150 nonthly
paynment, the EWall owed a deduction for a paynent in
t he amobunt of $25 to a day care center. The reviewer
verified that the household was | egally obligated and
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CHAPTER 12
MAKING THE REVIEW DECISION

1200 GENERAL. The revi ew deci sion consists of determ ning
whet her there is an error in the case and, if so, the
dol l ar anmobunt of the error. The State agency nay al so
opt to establish the dollar error anount associ ated
with individual variances. The procedures to be used
and the docunentation requirenents are described in
this chapter.

1210 THE COVPUTATI ON SHEET. The food stanp conputation
sheet of the Form FNS-380, is to be used to docunent
all conpleted active case reviews. The only exceptions
are reviews of households that were ineligible for
reasons ot her than incone. Colums (1) and (2) are
required to be conpl eted, whereas Colums (3), (4), and
(5) are optional. Regardless of the use of col ums
(3), (4), and (5), Colums (1) and (2) mnust be used as
outlined in sections 1211 and 1212 bel ow.

1211 Colum (1). Colum (1) of the conmputation sheet nust
be conpleted for all active case reviews. In this
colum, record the figures that the eligibility worker
used to conpute the allotnent for the sanple nonth.

1212 Colum (2). Colum (2) of the computation sheet nust
be conpleted for all active case reviews If the
househol d was ineligible because of gross or net
i ncone, the reviewer may stop at the appropriate inconme
line. In this colum, record the final State agency
quality control (SAQC) determ nation figures. The
figures to use as final SAQC determ nation figures
depend upon the results of the Eligibility and
Al l otment Tests of the Error Determ nation Process.

See the gui dance bel ow and consult Chapter 6.

1212.1 In the three cases below, the figures to use for final
SAQC figures in Colum (2) are the figures based upon
verified circunstances, including or excluding
vari ances as appropri ate.

Case 1: ELIG BILITY TEST = Ineligible
ALLOTMENT TEST = N A
(See section 610)
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Case 2: ELIG BILITY TEST = Eligible
ALLOTMENT TEST:

COVPARI SON | = $25 or less difference in
al | ot nent
COVPARISON Il = N A

(See section 621. 3)

Case 3: ELIG BILITY TEST = Eligible
ALLOTMENT TEST:

COVMPARISON | = Geater than $25 difference
in allotnents
COMPARISON || = Greater than $25 difference

in allotnents
(See section 622.4)

In the one case below, the figures to use as final SAQC
figures in Colum (2) are the figures based upon
verified circunstances, including all variances. No
variances are to be excl uded.

Case 4: ELIG BILITY TEST = Eligible
ALLOTMENT TEST:

COVMPARISON | = Geater than $25 difference
in allotnents
COMPARI SON || = $25 or less difference in

al l ot ments
(See section 622. 3)

Colums (3), (4), and (5). Colums (3), (4), and (5)
of the computation sheet are optional colums. They
are included for the convenience of States and may be
used for recording Conparisons | and Il, for
illustrating the inpacts of individual variances, for
reflecting a retrospectively budgeted househol d' s
prospective eligibility, or for any other purpose.

COMPUTI NG THE AMOUNT | SSUED | N ERROR. The anpunt
issued 1n error is the difference between the all otment
anount authorized by the eligibility worker for

i ssuance for the sanple nonth (last line of Colum (1)
of the food stanp conputation sheet) and the all ot nent
anount conputed by the SAQC reviewer (last |ine of
Colum (2) of the food stanp conputation sheet), except
that cases with differences of $25 or | ess are not
considered to be in error. The anmpbunt issued in error
is either an overi ssuance or an underi ssuance.

THE REVI EW SCHEDULE. The Revi ew Schedul e For m FNS- 380-
1is to be used to record error findings from al
reviews of active cases. A line-by-line description of
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this formis contained in the Food Stanp Quality
Control Data Processing Coding Manual. For purposes of
this chapter, the conpletion of itens 7, 8, and 72 of
the FNS-380-1 are descri bed bel ow

Coding Review Findings - Item7. For Item?7 of the
FNS-380- 1, indicate the case status and any type of
error (issuance or eligibility) by entering one of the
foll ow ng codes:

CCDE DESCRI PTI ON

1 Anpount correct

2 Overi ssuance

3 Underi ssuance

4 Totally ineligible
As an exanple, the cases illustrated in section
1212 above woul d be coded as foll ows:
CASE CODE

1 4

2 1

3 2 or 3, as appropriate

4 1

Amount of Error - Item8. For Item 8 of the FNS-380-1,
indicate the dolTar anmount issued in error, conputed as
in section 1220 above. As an exanple, the cases
}I:Fstrated in section 1212 above woul d be handl ed as

ol | ows:

CASE DOLLAR AMOUNT | SSUED | N ERROR
1 Entire amount issued was issued in
error
2 $0, no error
3 D fference between all otnent anmounts

(al ways greater than $25)
4 $0, no error

Codi ng the Dol l ar Amount Associated Wth Variances -
[tem 72.

Mandatory Use. All State agencies nust conpute and
enter the dollar anmbunt associated wth excl uded
variances that resulted fromcorrectly processed
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i nformation recei ved froman aut omat ed Feder al

i nformati on exchange (FI X) system The State agency

W ll use the nmethod in section 1233.2 A when there is
only one variance in the case. Wen there is nore than
one variance, the State agency nay use the sinple

cal culation nethod in section 1233.2 B (1) or an
alternate nethod to determ ne the dollar anmount of the
errors. The State agency may not use the refined
calculations in section 1233.2 B (2).

Optional Use. At its option the State agency nay el ect
to code the dollar error anpunt associated wth

i ndi vi dual included variances. The dollar anobunt of
all included variances is reported as a total in Item
8. For those State agencies electing to code the
dollar error amount associated with individual

vari ances, the follow ng guidance is offered:

A One Variance. |If only one variance exists in the
case, the dollar anmount of error to be recorded in
Item 72 is the sane as the anount recorded in Item
8. (See section 1232.) No further cal cul ati ons
are necessary. Conplete the other itens in
section VI of the Form FNS-380-1, as appropriate.

B Mul tiple Variances. |f nore than one variance
exists in the case, the dollar anmpbunt of error to
be recorded in Item 72 nust be cal cul ated for each
variance. Use the food stanp conputation sheet,
Colums 3, 4, or 5, and one of the nethods bel ow
(or another nethod) to determ ne the inpact
(dol Il ar anmount of error) attributable to each
i ndi vidual variance. |If the case has nore than 3
vari ances, or if additional colums are needed for
sonme ot her reason, use additional conputation
sheets. After the individual inpacts are
determ ned, conplete the itens in section VI of
t he Form FNS-380-1, as appropriate.

1 Si npl e Cal cul ati on Met hod.

(a) For each variance under exam nation
conplete a separate colum of the food
stanp conput ati on worksheet .

(1) At the top of the columm, identify
t he variance bei ng exam ned.

(i1) Use the EWs figures for all
el enents, except the el enent
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CHAPTER 14
INFORMAL RESOLUTION AND ARBITRATION

| NFORVAL RESOLUTI ON AND ARBI TRATI ON.

| NFORMAL RESOLUTION.  Informal resolution is a process
whi ch provides an avenue for States to chall enge what
they believe to be incorrect Federal findings. This is
not a process of negotiation or conprom se between the
Federal and State agencies.

I nformal resolution can only begin after the Federal
findings for a case are transnmtted to a State agency
and the State expresses its wish to challenge those
findings. States can acconplish such a chall enge

t hrough phone calls, data faxes, etc. In any case,
when contacted by the State, the FNS regional office
shoul d make every effort to explore the State's
contention as quickly as possible.

| f, through informal resolution, the State agency and
FNS regional office agree to a nodified Federal finding
prior to the 20-day deadline for requesting arbitration
of the original finding, the new finding nust be
transmtted to the State agency. In such circunstances
the State agency retains the right to request
arbitration of the new Federal finding, if they are in
di sagreenent wth the new finding.

NOTE: Informal resolution can be continued up to the
regulatory time limt for requesting arbitration.
However, the onset or continuance of infornal

resol uti on does not postpone the 20-day tinme limt for
requesting arbitration. Informal resolution may
continue until the disagreenent is resolved or unti
arbitration is requested or until the 20-day tine limt
for requesting arbitration expires, whichever is
earlier.

ARBI TRATI ON. The purpose of the arbitration process is
to resolve disagreenents between the State agency and
the FNS regional office concerning individual QC case
findings and the appropriateness of actions taken to

di spose of an individual case. The follow ng are

ci rcunstances that are subject to arbitration:

A Di sagree cases (where the Federal findings
di sagreed with the State agency's findings).
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B Cases where the FNS regional office disagreed with
the State agency's disposition of the cases,
i ncl udi ng di sputes over whether a case is subject
to review or inconplete.

C Cases where the application of policy in a
particul ar QC case inpacts the difference in a
di sposi tion/finding.

Est abl i shed policy, and comments on or codi ng of
procedural deficiencies that do not inpact the
findings/disposition are not subject to arbitration.

Agree cases are not subject to arbitration. These
cases can be discussed through the informal resolution
process. |If, as a result of informal resolution, the
State and the FNS regional office decide the previously
i ssued agree findings no |onger apply (e.g., because
the State found new i nformati on about the case), the
regional office will issue a new |etter disagreeing
with the State’s original findings. This disagree case
IS subject to arbitration

Arbitration is a one-tier process. The State agency
appeals to the FSP Quality Control Arbitrator if the
State agency does not agree with the regional office
fi ndi ngs.

Arbitration is limted to an exam nation of specific

i ssues supporting the findings or disposition being
chal l enged. However, the arbitrator cannot ignore any
mat hematical errors on the conputation sheet that are
di scovered during the review of the case. The inpact
of the mathematical errors nust be included in the
final benefit cal cul ation.

Docunentation. It is the responsibility of the State
agency to include all the necessary docunentation to
support its position when it submts a case for
arbitration. Failure to include a single inportant
pi ece of information could result in an adverse

deci sion. The docunentation may include, but is not
necessarily limted to:

A A copy of the FNS-380, FNS-380-1, attachnents to
the FNS-380, the region's finding, and subsequent
correspondence fromthe FNS regi onal office
related to the finding;
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B Options sel ected such as budgeti ng TANF
prospectively in a retrospectively budgeted
syst em

C The exi stence and provisions of all waivers
applicable to the case circunstances, including
the approval, inplenentation dates, and expiration
dat es;

D Applicable State policies including inplenmentation
dates, e.g., pages of the State manual indicating
t he conversion nethod sel ected, applicable
standard utility all owance(s);

E Witten policy interpretations provided by FNS and
the date provided to the State agency;

F A clear record of all actions taken by the
reviewer to try to conplete a case, e.g.
docunent ati on showi ng the revi ewer checked for
personal property, that the househol d was
contacted to clarify any disputed information;

G Appropriate verification and adequate
docunent ati on of every aspect of the household's
ci rcunst ances; and

H Legi bl e copies of all case record material (a half
cut-of f copy of a court record on child support
paynments that is not identifiable cannot be
considered by the arbitrator).

If the arbitrator needs additional information, it is
the arbitrator's prerogative to request the needed

i nformati on from whi chever party the information is
needed. 1In the decision to the State agency, the
arbitrator wll explain the rationale for the deci sion,
addressi ng each particular issue that was involved in
t he deci sion.

1422 Entitlement to Arbitration. Each tine the Federal
reviewer reports a disposition/finding in a case to the
St ate agency which disagrees with the State’s origina
findi ng/ di sposition, the State agency has a right to
request arbitration. A State agency nust request
arbitration within 20 days of receipt of the regiona
findings letter. The first day of the 20-day period
begins with the day after the day the State agency
receives the findings. For exanple, the State agency
receives the findings letter on June 8, then June 9 is
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the first day of the 20-day period. The postmark on
the State agency's request will be used to determ ne
whet her a request was submtted tinely.

Exanpl es: The regional findings were issued to the
State agency on March 4 and received by the State
agency on March 8. The case is a disagree case. The
State agency's request for arbitration is postnmarked
April 11. This case is not subject to arbitration as
it was submtted | ate.

The regional findings were issued to the State agency
on February 27 and received by the State agency on
March 1. The case is a disagree case. On March 15,
(postmark) the State agency requested arbitration.
This case is subject to arbitration.

The regional findings were received by the State agency
on March 1. The FNS regional office agreed with the
State agency findings. On April 5 the State agency
requested arbitration based on new i nformation
disputing its initial findings. The regional office
had i ssued a new letter on March 20 disagreeing with
the State’s original findings. This case is subject to
arbitration

FOOD STAMP PROGRAM QUALI TY CONTROL ARBI TRATI ON

CGeneral. Food Stanmp Program quality control
arbitration is the final level in the process of
resolving differences in the disposition and findings
of cases within the program As such, when the
arbitrator nmakes a determ nation, that decision is
final. Because of the finality of arbitration, it is
very inportant that the case record be conpl ete when
the case is submtted.

Quality Control Arbitrator. This individual nust not
be a QC reviewer, oversee QC reviewers, or in any way
be directly involved in the validation effort.

Quality Control Arbitration Procedures. The State
agency wll have 20 days fromthe date of the receipt
of the regional findings letter to request arbitration
of a disagree case. |If the [ast day of the period
falls on a Saturday, Sunday, or Federal or State
hol i day, the 20-day tinme frame runs to the end of the
next work day. Requests for arbitration nust be sent
directly to the quality control arbitrator:
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FSP Quality Control Arbitrator
USDA, Food and Nutrition Service
Food Stanp Program

3101 Park Center Drive

Al exandria, VA 22302

The State agency nust notify the appropriate FNS
regional office when arbitration is being requested.
The arbitration request should include all appropriate
docunentation as specified in section 1421 of this
chapter. However, additional information may be
submtted after the request, provided it is submtted
within the 20-day tinme frame for requesting
arbitration

The arbitrator may request additional information from
the State agency whenever necessary. The arbitrator
will notify the State agency of the decision,
explaining the rationale for the deci sion.

HANDLI NG CASE FINDINGS. In determ ning State agency
error rates, the FNS regional office nust use the
results of its review unless the arbitrator decides in
favor of the State agency or an alternate finding.
Once the arbitrator's decision has been nmade, the FNS
regional office will make any changes necessary to the
State and/or regional disposition or findings.
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